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Abstract  
At universities students have to possess well-developed academic skills, such as making oral presentations, extracting the key 
information from the scientific texts or taking notes, in order to succeed in their studies. The article addresses one of such skills, 
i.e. writing an abstract/a summary, which students usually write on a weekly basis during their university studies and, 
particularly, when they have to write a longer seminar paper, a bachelor paper or a dissertation. Therefore, the article discusses 
how this type of scientific writing should look like and provide a few tips of completing it. In conclusion, a specific teaching 
example is outlined. 
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1. Introduction  
As Publication manual of the American Psychological Association (2002: 12) states, an abstract is a brief, 
comprehensive summary of the content of the article; it allows readers to survey the contents of an article quickly, 
and, like a title, it enables abstracting and information services to index and retrieve articles. The abstract is usually 
the first thing people read before they start to read the whole article. Therefore, very careful attention must be 
devoted to writ writing. 
2. Abstract characteristics 
The abstract must be clear, concise and specific. Each sentence must be factual, maximally informative. 
Abstracts should have 120 words at maximum unless other length is requested by a publisher. Abstract must be also 
accurate. They must correctly reflect the purpose and content of the manuscript. All abbreviations and acronyms 
must be explained. They must be non-evaluative. That means one must not add to or comment on what is in the 
body of the article. Finally, they must be formal.  
     The level of formality might be demonstrated by the following table (Leech et al. 1982: 146). 
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Table 1. The level of formality 
 
FORMAL 
Complex sentences 
Polysyllabic, classical vocabulary, 
e.g. investigate, extinguish, decipher 
INFORMAL 
Simple sentences 
Monosyllabic, native vocabulary, especially 
phrasal verbs, e.g. look into, put out, make out 
POLITE 
Respectful terms of address, e.g. Sir 
Indirect requests, e.g. Would you be so kind as to 
... 
FAMILIAR 
Intimate terms of address, if any, e.g. John, love 
Direct imperatives, e.g. Give me ... 
IMPERSONAL 
Passive voice, e.g. the terrorists were shot 
Third person noun phrase, e.g. the reader, 
customers 
PERSONAL 
Active voice, e.g. police shot the terrorists 
First and second person pronouns, e.g. I, you 
 
     In general, there are four main types of abstracts (Publication manual of the American Psychological Association 
2002), which are as follows: 
1. an abstract of a report of an empirical study 
2. an abstract for a review or theoretical article 
3. an abstract for a methodological paper 
4. an abstract for a case study  
     1. The abstract of a report of an empirical study should describe the problem under investigation, in one sentence 
if possible; the participants or subjects, specifying pertinent characteristics, such as number, type, age, sex, and 
genus and species; the experimental methods, including the apparatus, data-gathering procedures, complete test 
names, and complete generic names and the dosage and routes of administration of any drugs (particularly if the 
drugs are novel or important to the study); the findings, including statistical significance levels; and the conclusion 
and the implications or applications. 
     2. The abstracts for a review or theoretical article should describe the topic, in one sentence; the purpose, thesis, 
or organizing construct and the scope (comprehensive or selective) of the article; the sources used (e.g., personal 
observation, published literature); and the conclusions. 
     3. The abstract for a methodological paper should describe the general class of method being proposed or 
discussed; the essential features of the proposed method; the range of application of the proposed method; and the 
behaviour of the method, including its power and robustness to violations of assumptions. 
     4. The abstract for a case study should describe the subject and relevant characteristics of the individual or 
organization presented; the nature of or solution to a problem illustrated by the case example; and the questions 
raised for additional research or theory. 
 
3. Writing abstracts/summaries at the Faculty of Informatics and Management (FIM) 
 
     At FIM students have a chance to enroll into one-semester optional Course on Academic Writing. In the course 
of one semester (1 semester usually has 13-15 weeks at universities in the Czech Republic) students meet a teacher 
once every two weeks to discuss and clarify any mistakes they have made in their essays. The course attempts to 
help both Czech and foreign or overseas students of the faculty. Moreover, the course focuses on the process of 
writing from beginning to end, and gives advice on how to write professionally. In the course of the semester 
students usually have 5 assignments. They are as follows: a summary of a lecture/ seminar; an argumentative essay 
without bibliographies and references; two essays including bibliographies and references and writing an entry for 
Wikipedia.  
     Already during the first lesson students are introduced to writing the abstracts/summaries since their structure 
usually reflects the structure of a paragraph. Besides some necessary theoretical input on the explanation what 
English for Academic Purposes (EAP) actually is, the product approach (for more information see Frydrychova 
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Klimova 2012) to writing is used at the beginning of the first 90-minute lesson. This involves students being given a 
short text on how to make a paragraph and its characteristics, which they are asked to read. They then receive an 
1), which they have to complete while referring to the text they have been given on 
paragraphing. The purpose of this activity is to help students understand the steps in making a coherent paragraph.  
 
 
 
Structure of a paragraph: 
 
 
 
 
 
1 paragraph  =      sentences     
 
 
1 sentence  =        words  
 
 
In order to combine sentences and paragraphs we 
 
 
 
 
 
  
 
Figure 1. An exercise on paragraphing 
 
     Students then discuss the exercise with a peer sitting next to them, and this is then followed by a group 
discussion on the correct completion of the exercise. Finally, they receive their first assignment. Since the students 
are still not ready to write a coherent text, they are asked to write for the next lesson a summary of a lecture or a 
seminar they had/have that week. Then, a process approach sets in because students have to brainstorm ideas on how 
to structure such a summary. Consequently, they agree on the logical order of the selected ideas and on the 
paragraph/s layout, whose possible structure might be as follows: 
 What is it? 
 When is it? 
 How long does it last? 
 Who teaches it? 
 The content of the lecture. 
  
     In the end they are guided through possible mistakes they might make. However, in spite of doing this, most of 
the students are not successful when writing their first assignment on summaries. The reason is that although they 
know the theory on writing a summary, they lack experience and practice. Therefore, many summaries must be 
modified, particularly due to their informality, the wrong word order, the wrong use or lack of articles or due to 
redundant information. See Fig. 2. 
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Figure 2  and its modified version made by the teacher 
 
4. Conclusion 
 
Scientific writing undoubtedly is an inseparable and a very important part of academic skills, which students must 
possess if they want to finish their studies successfully. Moreover, scientific writing is an asset in their further 
careers.  
     As Walsh (2010) says, 
nicate well 
with professors, employers, peers, or just about anyone else. Much of professional communication is done in 
writing: proposals, memos, reports, applications, preliminary interviews, e-mails, and more are part of the daily life 
of a college student or successful graduate.  
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A SUMMARY OF A LECTURE/ SEMINAR 
 
The first seminar which I had was accounting. It is at 14:05 o´clock. The seminar is only 45 minutes, but 
Faculty of Informatics and Management. 
 
In the lecture the teacher introduced the subject and told us about credits and exams. What shall we do for 
pass the exam. After introducing he started narrating the first topic. It was interesting and useful. In the 
end of lecture he summarized the lecture and he introduced the lecture which will be next week. 
 
The lecture was pretty good. The teacher of this subject speaks comprehensibly thus the lecture is not 
boring.  
 
 
A Seminar of Accounting 
 
The seminar is held every???? From 14:05 to ????. 
Informatics and Management. 
 
In the lecture the teacher introduced the subject and told us about the requirements for credits and exams. 
After a short introduction, he started the first topic. At the end of the seminar????, he summarized the key 
points and he introduced the topic of the following lecture. The teacher spoke comprehensibly, thus the 
lecture was not boring.  
 
